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1 FMMI Reference Information

1.1 FMMI Overview and Modules

FMMI is known as the Financial Management Modernization Initiative and uses the SAP ERP
application. The SAP ERP application stands for Systems, Applications, and Products in Data
processing and is an integrated enterprise resource planning (ERP) software package.

Finan cials (FI)

General Ledger
Management

System Management

Fund Balance with Treasury
Payment Management
Receivable Management

Accounts Receivable
Accounts Payable

General Ledger Accounting
Closing and Reporting
Special Purpose Ledger
Asset Management

Contr olling (CO)

Cost Management

Cost Management
Overhead Cost Controlling

Project Systems (PS)

Cost Management

Work Breakdown Structure
Cost Management

Sales & Distribution (SD)

Receivable Management

Customer Master Data
Sales Processing
Billing

Pricing / Conditions
Credit Management

Materials Management
(MM)

Payment Management

Purchasing
Material Master Data

Funds Management (FM)

Funds Management

Funds Management
Master Data

Budget Distribution
Budgetary Accounting
Funds Control

Business Warehous e (BW)

Reporting

Reporting
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1.2 Access the FMMI Website

Access the FMMI website at http://info.fmmi.usda.gov/

About FMMI
Training
Latest News

Implementation

for information

Configuration Decisions and Reference Documents
Frequently Asked Questions

FMMI Glossary

on the following:

| FMMI Topics

aining

USDA United Statss Department of Agricutlure
Zaa Financial Management Modernization Initiative

You are hers: Home

Welcome to the Financial Management Modernization
Initiative (FMMI) homepage

The FMMI project is currently being supported by the Office of
Chief Financial Officer (OCFQ) to modernize the departmental
and agency financial and administrative payment and program
general ledger systems.

What is FMMI?

USDA is taking steps to modernize its financial systems through
a state-of-the-art software pacicage that will provide onling, real-
time transaction capability and access that impacts every Agency
and Staff Office in the Department. It will replace the Foundation
Financial Information System (FF.5) and program financial
systems, as applicable.

USDA launched FMMI after identifying the need to upgrade
Department and agency financial and administrative payment
and program general ledger systems. Department officials will
use FMMI to address challenges end opportunities in the rapidly
changing Federal financial management, and technology
environment.

" FMMI Portal

o Login/Enroll
Requires a USD A
eAuthentication User ID

FMMI Portal Resources

Will FMMHI Work on My
Compuler?
Steps to Save You Time

o

(-]

Trouble Logging In?
Please contact your local
Agency or Staff Office
Functional Administrator
for help.

o eAuth Registration
Create Your USDA
e Authentication User ID
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2 FMMI Navigation

2.1 Log On to the FMMI System

Access the FMMI website at http://info.fmmi.usd a.gov/.

1 = You can also access it directly by typing the following URL into your web browser:
http://info.fmmi.usda.gov/index.html.

2 Click the Login/Enroll button.

Type your Level 2 eAuthentication User ID and Password and click the Login button.

Integration with eAuthentication means you have single sign-on between FMMI and
other USDA applications (e.g., AgLearn). For more information on eAuthentication,
visit http://www.eauth.egov.usda.gov.

USDA  United states bepariment of Agricuture
& USDA eAuthentication

=

Home | About eAuthentication | Help Contact Us' | Service Centers

3 Sk ks W cAuthentication Login

User ID: ‘ \ [IWant To...

Password: © Change My Password
Administrator Links —_—
. Reset My Forgatten
+ Loeal Ragistration = Password
Autharity Login :J

. Retrieve My Forgotten
User ID

What's New

Important! Employees and Contractors:

= Please update your business email and phone in your
profile, Click here for additional details.

Click the | Agree button to agree to the terms and conditions of eAuthentication.

WARNING'

* You are accessing a U.S. Government information svstem, which includes (1) this computer, (2) this
computer network, (3) all comauters connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this nemweork. This information system is provided for U.S.
Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as civil ard criminal
penalties.

® By using this information system, you understand and consent to the following:

© You have no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information system. At any time, the government may for any lawful government
purpose moritor, intercept, search and seize any communication or data transiting or stored on this
4 in‘ormation system.

© Any commurications or data transting or stored on this information system may be disclosed or
uced for any lawful govarnment purpece.

© Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectaticn of privacy regarding communications on this system,
whether oral or written, by your supervisor or any other official, except USDA's Chief Information
Officer.

WARNING

Click the |
Agree button
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You should now see the FMMI Homepage.

DA

United States Department of Agriculture

o] a
_IFinancial Management Modernization Initiative

LTI Accounts Payable  Accounts Receivable  Cost Management  Funds Management  General Ledger Management  Per|
EMMI| Home

(=¥ Transforming Financials at the People’s Department

Ll

| History, Back Forward

I System Use Notification i}

This is a United States Department of Agriculture computer system, which may be
accessed and used only for official Government business (or as otherwise permitted by
regulation) by authorized personnel. Unauthorized access or use of this computer system
may subject violators to criminal, civil, and/or administrative action. All information on this
computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use
of this computer system by any person, whether authorized or unauthorized, constitutes
consent to these terms

2.2 Log Off the FMMI System

Save all data before logging off of the system.
1 = There is an idle time out after 30 minutes
= FMMI displays a dialog box to confirm or cancel actions that cause data loss

2 From the FMMI system, click the Log Off Iink in the top right-hand corner of the Header
Area.
Note: If you are unable to log off from FMMI, confirm your desktop settings are correct. Configure the
browser to allow the FMMI portal in the pop-up blocker.
— From the browser, navigate to Tools
— Navigate to Pop-up Blocker
— Select Pop-up Blocker Setting
— Inthe Pop-up Blocker Settings window,
—  Type “fmmi.usda.gov” in “Address of websites to all ow
— Click the Add button
— Click the Close button

For a complete listing of FMMI Portal desktop requirements, please refer to the EMMI Desktop Guide.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 5 3/3/2010



LoDA FMMI

e : .
‘ FMMI Quick Reference Guide (QRG)

2.3 View FMMI Screen Layout

The FMMI Portal desktop refers to the entire portal screen, any displayed content and its layout. The
FMMI Portal desktop is divided into the following main areas: Header Area, Page Title Bar, Navigation
Panel and Content Area.

UsDA
—= | 1. Header
Welcome  Accounts Payable (RIS TGN SETTET Cost Management  Funds Management  General Ledger Management P Area
Create Sales Order | History, Back =
CITAaLT Jaics VIUCrE. Hnuar suirecin
w OManage Saies Order | Menu) |} | Back | Ext || Cancel | | System) || Create with Reference || Sales | tem overview | Ordering party | | Mijeespe—
= Create Sales Oroer
= Change Saies Order
» Doy Saies Orer S
Order Type B T — 2. Page
T Title
s - + Create Sales Order Organizational Data
3' Na‘” gatlon Sales Orpanization Bar
Distribusion Channel

Panel Dwision

Sales Office
Baes Uroup

1. Header Area: Located in the upper part of the web browser window, this area does not change when
the user navigates from one page to another. The Header area consists of the following elements:
Log Off button
Help button

USDA

=== United States Department of Agriculture o Help Log Off
Financial Management Modernization Initiative

Welcome  Accounts Payable REEIITNCRIEENELIEE Cost Management  Funds Management ke eral Ledger Management <‘>

Customer Master Data Maintenance | 5»_ s Order Process | Sales Order Billing Process | AR Process | AR Approv | | Debt Management Proces

Top L evel Navigation Masthead

~

— Masthead — The banner of the FMMI Portal user interface
- Includes Help and Log Off buttons
— Top-level Navigation — Displays the entry point for navigation using the content which is
assigned to the user
— First-level tabs display the process areas e.g., Accounts Receivable
— Second-level tabs display the FMMI roles e.g., Sales Order Processor
— The menu is different depending on the role(s) a user is assigned
= Example: A person with a Master Data Maintainer role has access to create,
change, display and delete master data
— Arrole matches the user’s specific tasks and information needs; relieving the effort of
searching through layers of information
— The log on identification in the portal is linked to the FMMI role(s) a user is able to view
and access in the portal
— Users are not able to access a transaction in FMMI that is not contained in their role
profile

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 6 3/3/2010
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2.

Page Title Bar : The Page Title bar is located below the Top-level Navigation within the Header area.
This area displays the transaction the user is in and changes when the user navigates from one page
to another. The Page Title bar also includes the History, Back, and Forward links and the More
Options icon.

Page Title bar
USDA

= United States Department of Agriculture Help | Li ft
—= : N e elp | Log J
I Financial Management Modernization Initiative

Welcome  Accounts Pa LU N ETTWE I Cost Management  Funds Management  General Ledger Management {‘

Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Management Pro es
| History, Back

Business Activity = | Create Sales Order: initial Screen

— History - Displays the past transactions and business activities you have used

— Back - Returns you to the previous screen

— Forward - Takes you to the next screen

— More Options - A dropdown list of action items relating to the currently displayed page

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 7 3/3/2010
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3. Navigation Panel:  The Navigation Panel is located on the left side of the screen and is divided into
the following areas:

Business Activity

+ [qhlanage Sales Order

= Create Sales Order
= Change Sales Order
= Dizplay Sales Order

myPortal Favorites

) o * Create Sales QOrder
Detailed Navigation

myPortal Favorites

— Detailed Navigation - A hierarchical continuation of the top-level navigation. Contains all content
below the second-level navigation including business activities folders and task links

— myPortal Favorites - Displays personalized content specific to a given FMMI user. The content
consists of business activity folders and/or task links that have been added to the portal favorites
section by a given FMMI user.

4. Content Area : The FMMI Content Area includes the following components: Title Bar, Application
Toolbar, Screen Body, and Status Bar. However, content available, selections, and icons differ
depending on the transaction the user is currently using.

| Hestory, Hack =

i eate Sales Order: Initial Screen

B0k | EN || Cante I'é'aé’m‘ﬂrfs._, SEIES 1| M OuErasw || |

Title Bar Application
Lo Toolbar
P2
Screen Body[”

r - = Status Bar

— The Title Bar displays name of the transaction the user is working on and the screen within that

transaction
— The Application Toolbar contains functional buttons and selection bars that pertain only to that
screen. These vary based on the transaction you are working on

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 8 3/3/2010
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and status fields on the left side of the Status Bar
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2.4 View FMMI Screen Elements

2.4.1 Tabs

Use tabs to enter, display, and alternate between multiple screens. Select the corresponding tab header
to access a tab page.

In the case of longer tabstrips, not all of the tabs appear on the screen. The left and right arrows 4[] at
the top of the tabstrip allow you to scroll to all the tabs.

IFyou... THEN the . ..

Click the More Selections - icon =l at the right of System displays a list of all the tabs on the tabstrip
the tabstrip

Select a tab from this list Selected tab page moves to the foreground

2.4.2 Checkboxes

Use checkboxes to select one or more than one option when entering information into FMMI. Click the
checkbox next to each desired option. The selected checkboxes now contain a checkmark.

Selectitems

Open itams

Cleared items

[] Parked items

With special GIL transactions
[] with vendar line items

To deselect a checkbox containing a checkmark, click it again. The checkmark disappears.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 9 3/3/2010
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2.4.3 Radio Buttons

Use radio buttons to select one option when entering information in FMMI. To select options, click the
radio button next to each desired option. The selected radio button now contains a circle.

Recerify Payment Status /
(*)Recerified Payment Initiated Immediately
(I Recerified Payment Pestponed

To deselect a radio button click it the other radio button option. The checkmark disappears.

2.4.4 Fields

Active fields are highlighted.

Required fields must be completed to process a transaction and are usually denoted by a checkmark.
| |

Option fields are not required in order to process a transaction. However it is recommended that you
provide as much information as possible.

“Grayed out” fields are not accessible, often due to “view only” access or fields that are populated by
the system.

2.4.5 Drill Downs and Hyperlinks

Roll over the transactions with the mouse and the cursor “arrow” turns into a “hand.” The transaction
is underlined in blue text.

Click the hyperlink and FMMI navigates to that transaction.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 10 3/3/2010
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2.5 Access A FMMI Transaction

Click the appropriate FMMI Process area (e.g., Funds Management) in the upper part of the
Top-Level Navigation bar.
= A FMMI Process area is a major grouping of activities in a process area that enables
users to perform their work in the FMMI environment

L = Atransaction is a series of screens that enable the completion of specific activities
and tasks within the system. A user may have access to one or multiple transactions.
= Transactions allow users to create, change, maintain, display, and produce reports
based on data in the system and depending on a user’s role.
Click the appropriate Role (e.g., Reports) in the in the lower part of the Top-Level Navigation
bar.
2

= A FMMI Role is the system access provided to FMMI users to perform various
business activities

3 Click the Business Activity (e.g., Analyze Financial Data) in the left navigation area.

Click the task node (e.g., Status of Funds Report) from the left navigation area to make the
corresponding transaction appear in the content area.

2.6 Access FMMI Data

There are two types of data in FMMI; master data and transaction data.

Master Data: Fairly static, centrally-stored data records
— Examples include General Ledger account numbers, cost centers, vendors, and customers.

Transaction Data: Transaction-specific data that uses master data. A single business event such as
a purchase requisition or a request for payment creates transactional data.
— Examples include open purchase orders, invoices, and receipt of goods

2.7 Add Transaction to Portal Favorites

FMMI allows you to save most used transactions, reports, etc. as myPortal Favorites.
myPortal Favorites works similar to Internet Favorites.
1 From a transaction, click the More Options icon in the upper right hand corner of the screen

Select Add to Portal Favorites . The transaction selected to be added as a favorite appears
on the left navigation panel under the myPortal Favorites section

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 11 3/3/2010
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2.8 Access and Manage Portal Favorites

1 From the myPortal Favorites section in the Navigation Panel, click the appropriate Favorite
link.
FMMI allows user to modify the FMMI Portal layout.
— Click the Collapse Tray button to collapse the business activity tray
— Click the Collapse Tray button to collapse the myPortal Favorites tray
— Click the Expand Tray button to expand the business activity tray
5 — Click the Expand Tray button to expand the myPortal Favorites tray
— Click the Expand Tray button to expand the Navigation Panel
1
. - . .
— Click the Collapse Tray button to collapse the Navigation Panel
v
To organize your Favorites, click the More Options icon in the Navigation Panel screen
4 Select Organize Entries . You can organize these links by ordering them and grouping them
within folders.

2.9 Open a New Window

From a transaction, click the More Opti ons icon in the upper right hand corner of the screen

1
Select Open in New Window . The transaction selected to be opened in a new window
appears in a new Internet Explorer window.

2.10 Use Copy/Paste Functionality

Highlight the text to copy with the mouse.

Press Ctrl + C on the keyboard to copy information.

Place your cursor in the area to paste the information.

AW |IN|PFP

Press Ctrl + V on the keyboard to paste information.

2.11 View System Messages

Information message. Intended to assist in completing the screen correctly. Entry has been
accepted and FMMI has been updated.

Warning message. Data may contain errors, but warning messages do not prevent
processing a transaction.

Error message. Indicates a mistake that must be corrected before proceeding to the next
screen.

ISR

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 12 3/3/2010
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2.12 Use Print Functionality

1 Access and task. When you are ready to print, click the Menu button and select print.
2 Select the System menu item > the List menu item.

3 Select the Print menu item.

4 FMMI displays the Print Screen List. Click the Output Device field.

5 Click the Search button.

6 Type “*" in the Output Device field and click the Start Search button.

7 Select the PDF Printer PPTR menu item and click the Execute button.

8 Click the Execute button.

9 FMMI displays the report in PDF format.

10 Click the Print button. FMMI prints the report.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 13 3/3/2010
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3 FMMI Search Features

3.1 Search in FMMI (Matchcodes)

1 Place the cursor in the field to identify search information i.e. per above “Vendor account.”

Click the Matchcode icon to display possible values.

Matchcode = Use of selection criteria to quickly narrow your search for data in FMMI.
Matchcode is the SAP term for “search.”

3 Select a category.

Type the search criteria in the fields that appear below. Use the wildcard (*) to search
information if necessary. The resulting search displays all records meeting the search criteria.

Note: You can type partial names to do the search. For example, searching for last name
“SMI” will find Smith, Smiley, and so on.

5 Click the Start search button to begin the search. FMMI displays the search results.

3.2 Search in FMMI (Wildcards)

Use wildcards to widen the search in FMMI. Here are a few examples:

Type “*ConAgra*” in the Customer field to return all
accounts containing ConAgra, including ConAgra and
ConAgra Foods

Type of first part of a name, followed by Type “Su*” to return a list of contacts whose names start

Type any part of the name surrounded by
wildcards

the wildcard with Su. For example, Susan Hammond, Sue Lowe.
Type a wildcard followed by the last part | Type “*Smith” to return a list of contacts who last name
of a name contains the criteria. For example, BookSmith,

LearningSmith, and Smith.

3.3 Search in FMMI for Vendor Records

Navigate to the following location: Purchasing — Purchasing Evaluation — Maintain Vendor
Master Data — Display Vendor Master Data

Place the cursor in the field to identify search information.

Click the Matchcode icon to display possible values.
Type the search criteria in the fields that appear.

Al |lwW|IN]| P

Click the Start search button to begin the search. FMMI displays the search results.
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3.4 Search in FMMI for Customer Records

Navigate to the following location: Accounts Receivable — AR Evaluation — Maintain
Customer Master Data — Display Sales Customer Master Data.

Place the cursor in the field to identify search information.

Click the Matchcode icon to display possible values.
Type the search criteria in the fields that appear.

AW |IN]| P

Click the Start search button to begin the search. FMMI displays the search results.
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4 FMMI Core ECC Reports

4.1 View Screen Elements of FMMI ECC Reporting

Get Variant Button

Vendor List
[ enu ) fSave as vanant.. tBackHEmtI[CancelIl System |i Exeunel I ‘Dynamic selections || More...J

[ Vehdor selection

‘ endor account - QI to | |

ompany code :] to ) @

Menu Button

Execute Button

4.2 Execute an ECC Report

1 Select the report to be run.

Select the variant.
= Avariant is a collection of saved parameters, such as the setting for a particular table
or a set of report selection criteria. Variants allow users to save repeatedly used data
without having to re-enter.

3 Click the Execute button.

4.3 Export ECC Report to Microsoft Excel

From the report, select the Menu button.

Select the System button.

Select the List button.

Select Save > Local File .

In the Save list in file pop-up window, select “spreadsheet” or the appropriate format to save
the report.

Press the Enter button.

Click Yes to any warning windows that may appear.

Select the save location and type the desired file name for the report.

Click the Generate button to save the file.

©O© | 0[N0 O | W |IN|PF
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4.4 Modify ECC Report Layout

1 Click the More button.

2 Click Change Layout .

Modify Report layout. If the information provided in the layouts is not sufficient for your
purposes, you can modify them or create custom layouts.

— Displayed Columns

— Sort Criteria

— Filter Criteria

— Display
4 Click the Save button.

4.5 Print ECC Report

1 chess and execute report. When you are ready to print, click the Menu button and select
print.

2 Select the Report menu item, the List menu item or the Report Parameters menu item.

3 Select the Print menu item.

4 FMMI displays the Print Screen List. Click the Output Device field.

5 Click the Search button.

6 Type “*" in the Output Device field and click the Start Search button.

7 Select the PDF Printer PPTR menu item and click the Execute button.

8 Click the Execute button.

9 FMMI displays the report in PDF format.

10 Click the Print button. FMMI prints the report.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 17 3/3/2010
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5 FMMI Business Intelligence (Bl) Reports

5.1 Bl Fields

There are two types of Bl fields in FMMI; key figures and characteristics:

Key Figures: Numeric fields representing the objects of analysis in Bl reports.
— Examples include cost, quantity, unit, etc.
Characteristic: Descriptive fields supplying details about the Key Figures in Bl Reports.

5.2 Access Bl Reports

1 Click the appropriate FMMI Process area (e.g., Funds Management) in the upper part of the
Top-Level Navigation bar.

5 Click the appropriate FMMI Role (e.g., Bl Funds Management Reports) in the lower part of the
Top-Level Navigation bar.

3 Click the task node (e.g., Budget) in the content area to make the variable entry screen
appear in the content area.

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 18 3/3/2010
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5.3 General Variables

Once a report is selected, the selection criteria screen will appear and values can be entered for the
variables.

— Variables are Mandatory or Optional

— Mandatory variables are noted with an asterisk to the right of the variable name

— Defining variables determines the data returned to the report

Variable Entry

Available Variants: [~ [Save|[ save As_.| [ Delete Show Variable Personalization
General Variables
Variable Current Selection Description
Company Code (Single Value Entry, (=]
Fiscal Year (Single Value Entry. Required) [m)
From Period 1 g1
To Period 1% 0 1.
GIL Account (Selection Options, Optional) o
Fund =]
Funds Center [w]
l ok|[ Check

5.4 Search in Bl

1 To search for a specific record, click the Search button in the appropriate variable field.

2 In the Select Values window, select the Search option from the Show view drop-down list.

In the Search section, select the search criteria from the drop-down list and enter the search
value in the corresponding field.

s — Similar to ECC reporting, use the asterisk symbol as a wildcard character when
searching for information in BI.
Click the Search button.
Select values for Fund (ZVD_M_O_AUTH_FUND 0003) o] x]
e v |
Search Selections
I‘L.":! Text |w] Search as
Ugmam Reec:s 1000 Type Descrioton
Fund: Text Appletn: Key Customer Key
¥
4
acs M
M| Remcve|

Orc| Concel| .
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5.5 Main Screen Elements of Bl Reporting

Variable Entry

Variant

— IA-fadableVamnts: (~ ][ save|[saveas...| Ce:-:—:e|l Show Variable Personaization
Toolbar

General Variables
Variable Current Selection Description
Company Code (Single Value Entry,

Figcal Year (Sihgle Value Entry, Required)

From Period 1
To Period 16
G/L Account {Selection Options, Ogptional)

Fund

QD200 00

Execute

Toolbar [

Funds Center

| oK || cheex|

The BI Variable Entry screen includes two main toolbars:
— Variant Toolbar

— Contains the following components: Available Variants, Save, Save As, and Delete
— Execute Toolbar

— Contains the following components: OK and Check

5.5.1 Variant Toolbar

A variant is a collection of saved parameters, like a set of report selection criteria.
— Save values entered into selection fields on a report using variants
— Use a variant to run similar reports to save time
— Create several variants for the same report, each one containing different values
— Click the Save As button to save the key fields
The Variant toolbar includes the following elements:
— Available Variants: Provides a drop-down list of the available variants
— Save: Save updates an already existing variant
— Save As: Creates a new report variant
— Delete: Removes the selected variant from the drop-down list

5.5.2 Execute Toolbar

Once the variables for a given report are entered, use the Execute toolbar to complete the query.

The Execute toolbar includes the following elements:
— Check: Verifies that the inputted entries are valid
— OK: Executes the report for the selection criteria entered
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5.6 Bl Report Layout

The following BI screen elements are present across all reports:

agement

Welcome
General Ledoer Renorts
Standard Trial Balance

orit of Agriculture
Modermization Initialive

Accounts Payable * Acccunts Receivable  Cost Management

Funds Management

General Ledger

Help ' Log Of
Purchasing  Ad-hot

| History, Eack Forward

Report
Title

Standard trial balance

Last DataUpdate: 10262009 14:5625 =

Ic:.p« Saveis | Display As Tate

=] _intormaton | et Versin | Expon o Excel

[Bsr Seming

= GA Account
 Free characterstics

* Appican

= Cummency

* Facal year

* Funés Center

Characteristics|
and
Key Figures

Bl Report Toolbar:

¥ Columns
* Koy Fgures Fung

~ Rows OCFO Program Reim
= Fund

GAL Account s

USGLA010230000
USGLIT 1098000
USGLA10000000
USGLA 0300000
USGLATS0003
USGLA210000000

perform other actions within a report.

Begnning Baarce

Endng Baance

1 ]
ooe 10455
200 200

100

20000

25957940

140

o £0

co -] 20059

0 0.00 £.00 S0
R2AATOET 22,120,742.87 oo

Save As

DisplayAs

Print

Version

Standard triafbalance

Open| Save As..| Display As Tacle

I

Open

v

|| Print Viersion || Expert to Excel |

I

Information

Exportto

Excel

DI S

Report
Toolbar

LastData
Update

Last Data Update: 10/26/2

The Bl Report toolbar contains buttons used to navigate between screens and

Settings

b9 14:56:25

v
Eiter Settings

Filter

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc

21

3/3/2010



= FMMI
— FMMI Quick Reference Guide (QRG) ‘\"5@7

The Open button on the Report toolbar opens a saved report layout. The data contained in the
saved report layout is refreshed when it is reopened.

System Type: | <g. E.
BEx Portfolo | My Portfolo
Description a
I 3 2v0s_10_27_0_sskaz I
Cancel

The Save As button on the Report toolbar saves the report layout as a favorite link. The saved
report can be accessed using the Open button.

Save As =]
System Type ] Q‘ Ea‘
[ Save Variable Valses
BEx Portoio
Descrption a
| [ 2009_10_27_o_ssxa3

The Display As button on the Report toolbar enables users to determine how the data will be
shown on the screen.

Standard trial balance

Open | Save Az | Display As

2 t;|5

Infermation | Print “ersion | Export to Excel
~ Columns Chart Beginning Balance
= Key Figures Fund = | Table and Graphic 3/L Account =
— The information can be displayed as a:

= Table

= Chart

= Both Concurrently
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— The Information button on the Report toolbar enables users to display query-specific key
information, filters and variables relative to the report.

[ e el Cuery Documentation

General information Static Filters
Query Technical Name ZOD_GL_FG Cc02_oooZ Fiscalyear 24/2008
Query Description Standard trial balance Funds Center ocFo
InfoProvider Technical Name [0FG_C02 Funds Center OCFO 10
InfoProvider Description Aggregated key figures | Funds Center OCFO FPP
Last data update 10/26/2008 14:56:25 Funds Center OCFO FPP ACFO
Key Date 111102008 Funds Center OCFO FO
Created By ACEVEDOLOFEZ Funds Center OCFOFS
Last Changed By ACEVEDOLOPEZ Funds Center OCFO FS ACFO
Changed at 10/23/2008 15:34:23 Fund *; OCFO Direct; OCFO Pro
Current User One, Trainc Company code USDA US Dept of Agricult
11102008 15:34:12 Currency Type 10
ZANALYSIS_PATTERN Fosting period <=16
SB1CLNT200 Dynamic Filters -
4 | [

— The Print Version button on the Report toolbar displays report data in a printable Adobe Acrobat
document (PDF format).

Scaling Factor A
. Page
(= Fit to page width
Repeat column headers Theme: Standard SAP ﬂ
" Fitto page Size: A4 210 % 287 mm ﬂ
) Poster i i
Orientation: |Portrait Format j

Header
Margins |in mm ﬂ Left: Date Time ﬂ
Center [Fres Text || [UNTTED STATES DEPART]
Top: 20.0 Right: Page 1 ﬂ
Bottom: |20.0
Left: 0.0
Right: 200 Footer
Left Nong ﬂ
Cenler: [Free Text ﬂ FOR OFFICAL USE ONLY B

Right:  |nene ﬂ ﬂ
m Cancel

— The Export to Excel button on the Report toolbar exports the report to an Excel worksheet.

Standard trial balance

Open || Save As I Display As Table L] ;nfnrmamn] Print Version
File Download @

Do you want to open or save this file?

“Export fo Excal

@ Name: ZANALYSIS_PATTERN.xs
;_I Typs: Microsoft Excel Worksheet
From: ftsbidb-d.fmmiad, fmmi.usda.gov

o J s J (o ]

ham your computer. F you do not trust the source. do not open or

¢ ;I While files from the Intemet can be useful, some files can potentially
A save this file. What's the rsx?
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— The Filter link on the Report toolbar displays the filter area which allows users to edit the values
of the characteristics for the report.
— The Variable Screen button allows users to modify the selection parameters of the report.

Appletn: Show All'Values ﬂ Currency: Show All Values ﬂ Fizcal year: Show All Values j
Fund Show All'Values ﬂ Funds Center: |Show All Values ﬂ GiL Account: | Show Al Values j

Key Figures: |Show AllValues ﬂ

Close || Variable Screen Disp\ayAllF\lterValueﬂ

— The Settings link on the Report toolbar allows users to adjust the settings of the report.

m Chart Exceptionz Conditionz Data Provider

— It contains the following five tabs:

= Table - allows users to adjust the settings of the table displaying the report data

= Chart - allows users to adjust the settings of the Chart displaying the report data.
This option is applicable when display of the report is set to “Chart.”

= Exceptions - allows users to create an exception to highlight and draw attention
to certain outputs such as extremely high or low value.

= Conditions - allows users to create a condition to restrict values that would
otherwise be displayed.

= Data Provider - allows users to adjust the display settings of the report data. For
examples, users can modify the display of the (-) sign or the display of zeros.
Users can also choose to suppress 0 values in the columns and/or rows.

5.7 OLAP Reporting: Context Menu

Online Analytical Processing (OLAP) functionality provides the ability to manipulate data in the report
output. By using the Context Menu, users are able to perform several different functions.
— The Context Menu contains functions such as drilling-down, filtering, and sorting data
— To access the Context Menu, right-click the mouse somewhere on the report

G/L Account a Funds Center
USGL/1010220000 OCFO 0.0
Result 0.0
USGL/M010880000 OCFO 0.0
Back ld Back One Navigation Step ﬂc
USGL/M12100q Fiter P Backto Start 0
Lnange Urikdown 3 0.0
USGL/131090 properties > 0.0
Calculations and Translations » c.0
USGL/175000 Documents 4 0.0
Sort G/L Account » 0.0
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5.7.1 OLAP Reporting

The Goto functionality allows users to execute reports that are related to their current report:
— For example, a user who is viewing the Transaction Register results screen can attain
additional details by executing the Transaction Register — Detail report using the Goto

function.
|_ Transacion Regter - Dea ||
mer 12
Change Drilldown »
0 . FX0002900D
Properties » FX0002900R
Calculations and Translations »
Documents ¥
0 L FX0002900D
Sort Fiscal year/period »

EX0NNZ9NNR
The Filter option in the Context Menu provides users with the following selections for filtering data in
the report output:

— Keep Filter Value - Filters report results on specific value(s) for data elements
contained in the report. Keep Filter Value removes the value the report is filtered on
from the results area of the report.

— Keep Filter Value on Axis - Filters on a Characteristic within the Results Area of the
report while adjusting the filter value to the axis

— Filter and drilldown By — Adds the selected Free Characteristic to the report and
filters on this Characteristic

— Remove Filter Value — Removes a filter from the report

— Select Filter Value - Limits the amount of data displayed in the report based on the
selected filter

— Variable Screen - Displays the Variable Entry screen where variables can be

entered or removed to modify the report output
Beginning Balance

G/L Account = Funds Center
USGL/1010230000 OCFO 0
Result 0
USGL1resnnanan . 0
Keep Fiter Value 0
USGL/] Change Drildown »  Keep Filter Value on Axis 0
Fiter and Drill Down By » 0
Properties »
Select Filter Value
e Calculations and Translations » ) i
’ 0
Documents ' Variable Screen
USGU L Sacon »oono ot n] 0
Result 0
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5.7.2 Drilldown Capability

Drilling-down in Bl Reports enables users to navigate to a more detailed level:
— Occurs by adding characteristics to the row and/or columns (drill across)
— Reports data according to its Characteristics and Key Figures
— Enables users to investigate data at a lower level of data
The Change Drilldown option in the Context Menu provides users with the following selections for
drilling down data in the report output:
— Drill Down By — Adds the selected characteristic within the results area of the report
— Swap [Characteristic] with — Swaps position of a characteristic with another
characteristic within the results area of the report
— Remove Drilldown — Removes a characteristic from the results area of the report
— Swap Axes — Changes the display of a characteristic from vertical (columns) to
horizontal (rows) or vice versa in the results area of the report

G/L Account = Funds Center
UsGU1‘\4f\‘)')ﬁﬁnﬂ ACEN
Back >
Filter »

LR | Change Drildown [ Dril Down By »

‘ Swap G/L Account with »

vseud Properties Remove Drilidown
Documents 4 Swap Axes
e - >
Reault
This is an example of how Drilldown Menus change depending on where users click on the screen.
Beginning Balance Debit Cradit

GIL Account 2 H 5

USGL/1010080000 0.00 90,337,383,140.80

USGLHO102 Fm 0.00 0.00

ERRE Change Drikdovin Dril Down By Apgkctn

USGLA0108] Broadcast and Export Swap G/l Account with » | Curency

USGLA0S00] Save View Remove Drilidown Fiscal year

usGLA3100| Personalize Web Application | Swap Axes Funds Center

USGLI109 prapetics N 2,183.00

USGL/13400) Documents » 0.00 1.000.00 Beginning Balance Debit Credit B

USGLA4109) Sord GAL Account » 0.00 770.00 = 5 5

USGL1720400000 0.00 5.00 . - 0.00

USEL/ 725000000 0.00 0.00 %‘;‘Es—] i

"""""""" o usLA 31BdGusn Save View 1.00 0.00
USGLM 310900000 Personalize YWeb Application » 299,99 -99.99
USGLA 750003110 Proseries , £.00 0.00
USGLI#218000000 Documents 1 | 000,000.00 bos.99
USGLI4221000000 TOT TOTT 0.00
USGL/4252000000 0.00 104.99 0.00
USGLI4450000000 0.00 10,130,000.00 -23,130,000.00

D1.1 FMMI - Quick Reference Guide Job Aid 03.02.10.doc 26 3/3/2010



USDA

—‘ . -
_ FMMI Quick Reference Guide (QRG)

5.7.3 Drilldown Capability: Drag and Drop

While in a report, the column on the left hand side lists a series of different characteristics that may be
added to the report.
— To add a particular character to the report, click on that characteristic and drag it by
holding down on the left mouse button
— Move the cursor to the point to add the characteristic in the report
— Drop (release the left mouse button) in between whichever columns you would like
left of the key figures

Suandard b balsnce

e = e —
~ Coumng Begrong Baance Deot
* Kay Fgures o B Aot o 3
T oAt ocroomes wseuercomes s
~ s
S S
T ee Additional
fo—s
£2.50 Recen o Column:
ST
ko 8 Byt Funds Center
e
s
u = Begening Baance. Enang®
b ey |- o Aoermta Paste estc s
vl ocromsgumten  usoiziess  [ocro
= e = P
ut ™ Free characiernscy USGU1210000000 OCFO
L] =]Puga  1jotS <] x| ¥ o aent o
Currency USCUA 10000000 ocro
L Resot -]
o [ocro
pu—t e
ot pt
ssovezzeesss [ocre
— pe
o |
e =
USGU4450000000 ocro
| Page 100 »|x|x

To remove characteristics that are displayed in a report:
— Goto the Rows Menu on the left hand side and select the value for removal
— Drag (hold down left mouse button) that value into the Free Characteristics Menu and
drop (release left mouse button) it there

R Begnang Balance [ Crese Endng B
= Key Figures Fung AL Ascount a Funas Center s s s
-~ Rows OCFO Program Rem USGL1010220000 ocFo p.co 104.5% 0.00
= Funa Resut o.co 104,59 000
- - USGL1010880000 oCcFo 0o ceo £.00
Resur 0.00 (1) £00
USGL1310000000 OCFO o000 100 0.0
DR Resut a.00 100 000
) ::::'::' USGLI210800000 ocFo 5.0 T 5999
Resut o.co0 25859 -89 99
USGLTS00C2110 ocFo o.c0 €co 000
Resut o.co €00 0.0
USGL/4210000000 0OCFO 0.c0 2.0 0C 00 20549
Resut o.co 23.000.00C.00 -205.99
USGL4221000000 ocFo 0co 101.00 0w
Resur o.co 101.00 0.00
USGL4292000000 OCFO o.co 104 5% o0
Resut .00 10459 0w
USGL4450000000 OCFO 0.00 10,130,00€.00 «23,130,000.00

=] - Jrege  tleta ~]x]=
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5.8 Create a Condition

A condition allows a key figure value to be restricted that would otherwise be displayed, such as the top
ten values, the top five percent values, or all values above or below a certain level. Results will be
returned according to the condition values defined.

To create a condition, Click the Settings link on the Report toolbar.

Standard trial balance Last Data Update: 10/26/2008 14:56:25
Open | Savess. | DisplayAs Tabie =] Lt | #rint version || Exportto Excal | o B

o o o[ o

No conditons are defined

M Toggle State || Delete |

Click the Conditions tab.

Click the Add button.

On the Define Condition window, complete the outlined steps.

5.9 Save a Bl Report

After establishing the desired layout for a particular report, save that view for future use. Click
the Save As button on the Bl Report Toolbar.

Click the Save As button on the Bl Report Toolbar.

In the Description field, name the layout to reference it in the future.

Click the OK button.

Once saved, access this report by clicking the Open button on the Bl Report toolbar.

On the pop-up screen, the saved report name will be displayed.

Highlight the appropriate link and click the OK button.

0 | N[fojoa|b~|WIN|PF

The Variable Entry Screen with the saved report parameters displays. Click the OK button to
display the report according to the saved parameters.
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5.10Export Bl Report to Microsoft Excel

After manipulating the report as necessary, the user can export that report to Microsoft Excel.
Click the Export to Excel button on the Bl Report toolbar.

2 A File Download pop-up box displays.
3 Click the Save button.

Specify a file name and location for the report. After saving the report, the report opens as an
Excel file on the desktop.

Standerd tria bakance Lost Data Update: 10282009 145625
New anaiyss | Open ] Saveas | DisplayAs Tave 7] _intermaton || Seas | pret versen [JExpor 1o Excet [ comments Ftac Sameos
v Colmma Begrnng Balance Devt

« Koy Figres funa L Accounta s e pew et Fgme Joos Qs fndom B z " --e
~ Rows OCFOProgramfem  USGLICI0230000 100 wadinga ZOIL DR F 000 s AT @
* Fund USGLI1010580000 a0 ofi id.
* G Acowat USGLII310000000 a00 ' A1 JS00 R Standd tnal batance
™ Free chanicleristcs USGLAMDS00000 w0 204 - L) 1 C I e (=
e g i
e USGLNTS0003110 00 ef2
G USGLI4210000000 a0 22000000 § 3 Katotbxcesions
4 i :‘“':’ USGLISZZ1000000 a0 [T 5
e e USGLI42$2000000 a0 wafE
USGLI4£0000000 ] 10,130,000.4 T _FSs =
8 JOCFO Program Rem VEBUIIZNGEE
USGLILE60000000 00 120673 locroepenam  B50LNGIS8N0
USGLISE10000000 aeo 10 0CFO PogramRem  USGUTIIOORRE00
P 11 OCFO Program Rem VSGL2I080E000
i) e g 12 [OCFO Program Ree VSGUITR0NN0
USGLSI00000200 e 13 J0CFO Program Ree VEGLAZI D000
v — of e ocromupannem  vsoUrnsssese
e 1o nga ] 15 OCFOPOanRem  usaUGsIERGSS
Reot Ll 33130742416 (ocrO ProgramBem  USGURHDOGE0
17 BCFQ Program R LIGUALRINGE
13 [0CF0 Program Remn VSGLEI D000
19 [OCFO Program Rewn USGUARIINGGG
20 oCPOPropamRem  USGUENONZO0
21 ocs0Ppamtem  USGUSIOOREZT o T
2 peropuzanien Rt f00] STRTLET S TTNT
pi)
£ .
€ 3 W\ OANALYSIS_PATTERN 1 / Ie 3l
Resdy M

5.11Print a Bl Report

After manipulating the report as necessary, the user can also print the report. The report
1 displays in a PDF version when printing. To print reports in the B, click the Print Version
button on the Bl Report toolbar.

After clicking this button, the Export Dialog screen displays. Adjust the print settings as
needed.

Once the print settings are finalized, click the OK button. A PDF file of the report
automatically opens in a separate browser tab.

4 To print the report, click the button with a printer icon in the upper left hand corner.
Alternatively, you can go to the File Menu and select Print.

7~ Bix Web - Windows Internet Explorer provided by Acoentusre

oy oy v | oo/t frmad. Sem_usde.. 0o SO0 20 r) sen e tor t0or tal Dr terventrame A gate o teven tdata Command MISUSE @ | 49| | XX 2.
Ble ESt Vew Faates Toss Heb © sect
5 W (g T x Bov B - rage- Qress -
B $[t]rs | ® @ [wss - T -
1171072009 16:36:48 UNITED STATES DEPARTMENT OF AGRICULTURE Page 1
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6 FMMI Online Help Navigation

FMMI Online Help (OLH) is a web-based tool that provides users with online documentation and
specific help for the FMMI system and transactions.
— Provides a repository of useful information specific to FMMI’'s business processes and
configuration
— Hosts the training and performance support materials including the training materials and Online
Help Procedures (OLHPS)

— OLHPs provide step-by-step instructions on how to complete a specific

transaction. The document contains screen shots, steps, and required fields that

need to be entered in order to complete the transaction.

— Available to FMMI users during training and post go-live

— Launches any type or format of content to provide context-sensitive help for individual
transactions or screens

— Allows display of multiple items for one transaction or one item for multiple transactions

6.1 Access FMMI Online Help

Step

Action

1

From within the FMMI system, click the Help link in the Header area.

2

When the FMMI Online Help window opens, click the Maximize i' button to maximize the
screen, if necessary.

Locate the appropriate information in the following Areas:
— 01 — Online Help Procedures, Simulations and Job Ai  ds by Process Area (e.g.,
Accounts Receivable )
— 01 - Online Help Procedure, Simulation and Job Aids by Material Type (e.qg.,
Participant Guide)
— 03 - Training Materials
Locate the appropriate information in the following Help Content :
— How to Navigate FMMI Online Help
— Summary of Updates to FMMI Online Help

FMMI Project

Welcome to FMMI Online Help. FMMI Online Help is 2 web-based tool available in training 2nd in the Production envirenment that

functions te provide = repositery of training and performance support materials for the FMMI system. Users can search for content or

navigate through the FMMI COnline Help folder structure. Use the links in the Areas section in the main frame to navigate to

performance support materizls by process area, training course, or material type. You will find materials like Participant Guides, Online

Help Procedures, and Job Aids in the Help Content section of each page. Check back regularly for the latest support documentation.

= latest updates viz the zppropriate link the Help Content section below. For general information on the FMMI
project, please visit httpt//info.fmmi.usda.gov/.

Areas

Help Content Show Filtered Documents

Context: USDA FMMI Online Help » FMMI Project

w
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6.2 Access Help for Fields and Values (Context-Sens itive Help)

1 Context-sensitive helps displays documentation for the particular feature that the user is
using. Place the cursor in any field for help on fields, menus, functions, and messages.
Press the F1 on the keyboard to display information.

Click the More Selections > Help

3 Place the cursor in any field to locate values that can be entered for the field.

Press F4 on the keyboard or click the Matchcode icon to the right of the field to select or
search for desired values.
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7 FMMI Icons

7.1 Common FMMI Icons

Okay; Continue; Checked;

4 Cut Move to the next screen;
Enter
Copy Cancel
Paste Other

Selection mode

Previous screen

Select all Next screen
Select block First page
Deselect all Previous page

Deselect block

Header; Basic data

Insert column selection

Overview; List screen

Insert row selection Detail view
Next page Next step
Last page Previous step

Period screen; Breakdown
overtime

Move to top of list

Move to far left; First..

Move to bottom of list

Move to far right; Last... Page up
One column to left;

. Page down
Previous...
One column to right; Next... Expand Item
Page right Collapse Item
Page left Expand Tray

4277 - XTI BBBEEDLDHDDM EME

Previous value; Next entry

GG~ |7« (1401 | c2(% B ke | BB 8B B &% <

Collapse Tray
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